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SECTION 355: REQUEST FOR ALLOTMENT/ALLOTMENT ADVICE, SAFORM A-19

Purpose. This form serves both as a request by departments for approval of
quarterly allotments (the "Request for Allotment" portion of the form), and

as the record of quarterly allotments actually approved by the Department of
Budget and Finance (the "Allotment Advice" portion of the form).

Prepared By.
(a) The "Request for Allotment" portion is prepared by the departments.
q

(b) The "Allotment Advice" portion is prepared and approved by the
Department of Budget and Finance.

'Freguencz. Normally prepared once a year, at the beginning of the fiscal year,

but also prepared whenever an amendment to an existing allotment is necessary.

Distribution.

(a) Copy #1 - To Budget and Finance; to DAGS Accounting Division.
(b) Copy #2 - To Budget and Finance.
(c) Copy #3 - To Budget and Finance; to originating department.

Central Accounting. DAGS Accounting Division uses copy #1 of this form to

enter the allotment transactions to the State's appropriation/allotment
accounting records.
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ITEM
NO. DATA AND DATA INSTRUCTIONS

NOTE: The instructions for this form are subject to modification by the Department
of Budget and Finance (B&F), and further instructions that go beyond use of this
form as an accounting form are given by B&F in the Governor's budget execution
policy.

(g) Instructions for some data fields have been purposely omitted because they are
considered self-explanatory. These fields are keyed with the letter (:) .

(i} OP CODE - Enter the operation code to indicate the type of action to be taken with
respect to each Request for Allotment.

" I1 - To create the Allotment Ledger. This code is used only when an allotment is
submitted for processing and the allotment ledger is not established in the
system.

I2 - To modify the Allotment Advice.

I3 - To delete the Allotment Ledger.

DEPT. NO - Enter the number assigned by the department to this form.

B.F. NO. - The number is to be entered by the Department of Budget and Finance.

COMPTROLLER'S NO. - The six character number is to be entered by DAGS Accounting
Division.

DATE - Enter the date the form is prepared.
_ORIGINAL OR AMENDMENT NO. - Enter a check mark (v) if this form is for an

original request for allgzﬁent; or enter the amendment number, i.e., 1, 2, 3,
etc., if this form is for an amendment of an approved allotment.

@ @0 ®e06

ENTRY - Enter the entry letter or identify each allotment line entry. The entry
letter must be assigned in alphabetical sequence starting with "A" and every
other letter thereafter, i.e., A, C, E, G, etc.
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ITEM
NO.

DATA AND DATA INSTRUCTIONS

©

® ® ® ® ® ® 6

® ©

APPROPRIATION SYMBOL - Enter the seven character appropriations symbol of the
allotment in the following format:

FUND = 1 alpha character

YEAR = 2 digits

APPROPRIATION ACCOUNT CODE = 3 digits
DEPARTMENT = 1 alpha character

ALLOTMENT CATEGORY NO. - Enter the allotment category codes as prescribed by the
Department of Budget and Finance. Examples are:

10 - Personal Services
20 - All Other Expenditures

ALLOTMENT CATEGORY/DESCRIPTION - Enter the title of the allotment category as noted i
in Item , above.

APPROPRIATION OR BALANCE AT BEGINNING - Enter the amount of the current fiscal
year's appropriation.

RESTRICTED - Enter the amount, if any, of current year appropriations that is
restricted from being expended.

ALLOCATION FOR THIS FISCAL YEAR - Enter the current_year appropriated amount
(Item ) less the restricted amount (Item ), if any.

ALLOTMENT FOR QUARTER JULY-SEPT. - Enter the allotted amount for the first quarter
of the fiscal year.

ALLOTMENT FOR QUARTER OCT.-DEC. - Enter the allotted amount for the second quarter
of the fiscal year.

ENTRY - Enter the entry letter "B" to identify the remaining information for the
corresponding allotment line entry (Item ). This alphabetical sequence will
be followed in identifying succeeding allotment lines entries.

ALLOTMENT FOR QUARTER JAN.-MAR. - Enter the allotted amount for the third quarter
of the fiscal year.

ALLOTMENT FOR QUARTER APR.-JUNE - Enter the allotted amount for the fourth quarter
of the fiscal year.

February 1, 1978



STATE OF HAWAII

Accounting Manual

Volume II: Budgetary Control Accounting -
Part 300 - 500: Expenditures Page 355.04

SECTION 355: ' REQUEST FOR ALLOTMENT/ALLOTMENT ADVICE, SAFORM A-19

ITEM
NO. DATA AND DATA INSTRUCTIONS
ESTIMATED BALANCE JUNE 30, 19... - Enter the balance, if apy, that remains after
@ ) to the four quarters

allotting the current fiscal year appropriation (Item
(Items @ , @ s and ).

REVERSION - Enter the reversion codes as follows:

"Y" for Yes - if the allotment is to be reverted.
"N'" for No - if the allotment is not to be reverted.

@ DATE - The Department of Budget and Finance enters the date when the Allotment
Advice 1s approved.

@ The "Allotment Advice" portion of the form. Whenever the entries in the Allotment
Advice are not identical with the entries in the "Request for Allotment” portion’

of the form (Item § to item @ ), the entries in Allotment Advice are the

official, authorized allotments that are entered into the accounting system.
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